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Al 15 Encl. 6

Fl LI NG rouTPMENT AND SUPPLI ES

This enclosure sets forth standards and policies governing
the procurenment and use of filing equipment and supplies from the
perspective of an efficient and cost-effective records nmanagement
program

A General. Filing equipnent includes all containers,
machi nes, devices, and furniture used for naintaining and
servicing files, exclusive of records storage boxes.

B. Ecquipment Conservation .

1. The use of proper equipment and supplies saves tine
for professional and clerical personnel. Filing equi pnent used
by the OSD shall be efficient and econom cal to neet
requirements.  Filing equi pment may not be requested solely to
| nprove appearance, off 1ce decor, or to acquire the |atest
desi gn. ed or reconditioned equi pment shall be used when
avai l'abl e.  Excess equi pnent shall be returned to supply for
redistribution.

2. Storing large amounts of blank forms, publications,
and other off ice supplies in filing cabinets shall be avoi ded.

3. Managers nust remain aware of and consi der |
alternatives to tfraditional storage nethods, such as conversion
of hardcopy records to mniaturized format, or incorporation of -
Information into electronic data bases when econom c anal ysis
I ndicates that they are workable and w |l decrease cost or
| nprove productivity.

4.  Agency records officers and adm nistrators nust
ensure strict adherence to the disposition schedules at enclosure
4 to free filing equipnment by transferring files to a Federal
Records Center as soon as they are eligible.

c. Standard Filing Ecquipment

1. Standard Equipnent. Standard equi pment listed in the
GSA Store Catal og, Federal Supply Schedul es, and the Defense
Services Fund Catal og shall be used. Nonstandard equi prent shal |
be obtained only when conpletely justified and the acquisition
approved by the OSD Records Adm nistrator.

2. File Cabinets. Careful consideration shall be given
to selecting the best file cabinets for a particular files

operation. The 5-drawer filing cabinets have been standardi zed
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because theY provide 25 percent nore filing area in the sane
amount of floor space as the 4-drawer cabinets.

3. Containers for Safeguarding Cassified Mterial.
Classified documents and material shall be stored in security
containers and filing equipnent authorized by DoD 5200.1-R
(reference (h)).

4, Shelf Files. Shelf filing equipnent costs |ess than
standard file cabinets, requires less office’ space, and pernmts
ease of filing operations. Standard shelf filing equi pnent may
be nore appropriate than filing cabinets for records that are
al phabetically or nunerically arranged, such as case or project
files. They are not authorized for storage of classified
material unless the units are |ocated within secured areas
establ i shed and protegted i n accordance with DoD 5200. 1-R
(reference” (h)). Requests for open-shelf filing nust be approved
by the OSD Records Admnistrator. Shelf fl[ln? equi pment shal |
be considered when the records total 50 cubic feet or nore
(ﬁfce tions nust be approved by the OSD Records Adm nistrator)
and w- hen:

a. The purchase of filing equipment is contenplated.

b. Additional space for filing operations is required
and only a limted anmount of space is availl abl e.

_ c. The filing station is in a relatively pernmanent
| ocat i on.

d. The area is relatively free fromexcessive dust and
ot her adverse conditions.

e. The area provides the degree of security required.

D.  Request | ng1 and Controlling Specialized Filing Equipment
Requests tfor speclalized, nonstandard file equi pment not |isted
In GSA or other Government catal ogs shall be submtted through
the OSD Records Adm nistrator, who shall review the requests and
the file operations involved. Recomended action shall then be
forwarded to the Director, Real Estate and Facilities, WHS

~ 'E. Reaquisitioning File Cabinets, Requisitions for
addi tional standard file equipnent shall be submtted through the
OSD Records Adm nistrator for reconmendations to the Director for
Real Estate and Facilities, WHS. Review by the OSD Records
Adm ni strator shall include:

1. A survey of the files of the requisitioning office to
determ ne whether the requirenent for additional space naﬁ be
obtai ned by disposal of eligible records, and to ensure that
existing equipnment is properly utilized.
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2. That all records are included on the Records
Di sposition Schedule, and maintained in accordance wth this
| nstruction.

3. That all eligible noncurrent permanent and |ong-term
records have been retired to the appropriate Records Centers.

4.  Ensuring that secure filing equipnent is utilized for
storage of classified documents. Exceptions to this policy may
be made when smal| anounts ofunclassified files are stored in
ot herw se engty_f|le space and additional file equiprment would
have to be obtained to conply with this Instruction. _
security filing equipment not utilized for classified material
shal | be exchanged fdr nonsecurity equipnment. The above
provisions apply only to the control of existing equipnent.

F. Files Ssupplies

1. Ceneral. Files supplies include all folders, guides,
fasteners, labels, forms, and other related supplies used for
mai nt ai ni ng and servicing files.

2*  Conservation. Use of folders and guides aids in
conservation Of supplies by:

_ a. Linitin% the volume of material placed in fol ders
and file drawers so that new naterials may be Inserted and
w t hdrawn w thout damaging the folders and guides.

b. Placing folders and guides in drawers so that their
bottom edges rest flat on the drawer bottom

c. Reusing folders and gui des whenever possible.
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